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1. & m y A d d r e ~  FOR RECORLS NANAGEMENT USE 
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82- 90 
Date Completed _. 

1. Action Requested 
a. 
b. 

GI Enablish Retention Sclledule; record will continue to accumulate. 
0 D i m  of present Pccumubtion; no further ammulation anticipated. 

c. Amend Application No. Checkone: 0 Chaw; 0 Supercede; 0 Void 
1. Dater of S H i s  I 5. Remrds h i i s  lid (followed by tide used in office; if different) 

F a c i l i t i e s  and Transpor ta t ion  D i v i s i o n  Correspondence F i l e s  2rliist btest 

I Present 

i. Division nd oifioe Function What i s  the function of the Division and the Offie in which th is  record series i s  created? 

The t a c i  l i t i e s  and Transpor ta t ion  D i v i s i o n  i s  responsib le  f o r  determining f a c i l i t y  
and t r a n s p o r t a t i o n  needs of the 187 school systems and for secur ing adequate 
f i n a n c i a l  support t o  s a t i s f y  these needs. The D i v i s i o n  a s s i s t s  l oca l  school systems 
w i t h  the  development o f  l oca l  f a c i l i t y  p lans and w i t h  the development o f  school bus 
t ranspor ta t i on  routes. I t  prov ides f o r  the equ i tab le  d i s t r i b u t i o n  o f  s t a t e  c a p i t a l  
o u t l a y  funds and the  d i s t r i b u t i o n  of s t a t e  funds necessary t o  t ranspor t  students 
t o  and from school. 

These serv ices a r e  prov ided through the  D i v i s i o n  D i rec to r ,  a F a c i l i t i e s  Sect ion 
s t a f f  o f  13 and a P u p i l  T ranspor ta t ion  Sect ion s t a f f  o f  9. 

1. Record Series Desuiption Th is  f i le contains the following documents (inslude form numtnxnd tfdes, ifany): 
Attach samples of the file. 

Documentsmbtiwto: corresponding w i t h  o f f i c e  heads, d i v i s i o n  d i r e c t o r s ,  u n i t  heads, 
o the r  Department s t a f f  members, o ther  s t a t e  agencies, a r c h i t e c t s ,  lawyers, parents,  
l e g i s l a t o r s ,  and o the r  i nd i v idua ls .  

respons ib i l i t y ,  exc lud ing l o c a l  school  systems. 
Indudedare: copies o f  correspondence, memoranda, e t c . ,  concerning a l l  areas of 

Fik ismaWd: 
- -  by date. 

1. Monthly Refarena Rate 

chle to six months old 

a l p h a b e t i c a l l y  by o f f i c e ,  agency and/or person; ch rono log ica l l y  . -  
* '<* 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

Twenty-five months and older .? 

Lettersize drawers : Lrgsl-size drawers :shelves ; Other Ipwify) 
b. Annual-Rate of Armmulath of Records I . 

... 
R-50-71. RCV. 76 (OWd 
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i 1. Retei X 

a. Irthisaheofficial~~~ofthcserin? 

b. Doer the series contain confidmtisl information requiring annitv handling? If yes, hte law or regulation. 
If notwher e i s i t ?  

I 1 c. lsthisrvit l lmord? 
d. Does th i s  series have historical or long term march valve? 
e. When one or two documents in thc fik make it narrary m keep tk mtire fik for a long period, m l d  meSe 

ished? If ves. atah cow f. Is she. information contained in th i s  series ever wM 
g. Is & inf&nution contained in this series ever analyzed and/or morded in a summarized report7 

h. Is there a duplication of th is  vrk in you  office, or in another office or agency7 

documenB be sched uled sem ratelv? . .  

ve% attach cow. 

If yes. where? 
I. I r t h l r W  ies lor a maior -la rlv nu- ? 

. .  
? 

ion Requirements The following requires the series to be kept: 

a. State L w  years. d. Audit period years. 
years. b. Statute of limitation years. e. Administrative need 

c '~ Federal law.. - . . .  years. f. Federal repntion ineuctions years. 

Attach copy OT excert of laws or regulations. Explain dminimatin need. 
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2 Appoved Dimtition ln~uctions This igency'recommends that the file €er& 6e cutbff at the end of each: 
0 Calendar Yck: X% Fiscal Year: 0 other ' . ' then. . .  

X% Hold in the current filer area moot&) year(s):then 
0 Transfer to local holding area; hold 

Transfer to State Remrds Center; hold 
Ek Dcmoy. 
0 Transfer to State Archives for permanent retention. 

other IsPecifY) 

yearls); then 
vedrls); men 

. .  

These instructions apply to all pior and futl.c accumulations of the eries. 

lecommendations in para- 
raph 12 are approved. 
If dispprowd, attach krtar 
f explanatiod 
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